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Step 1: Find the file you want to share

Share a single file

1. 0n a computer, go to Google Drive &, Docs & , Sheets & , or Slides &
2 Click the file you want to share.

3. Click Share or Share +2.

Share multiple files

1. 0n a computer, go to drive.google.com @
2. 0n your keyboard, hold Shift and select two or more files,

3. At the top right, click Share +2..
Learn how to add files to a folder and share the entire folder.
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Step 2: Choose who to share with & how they can use your file

Share with specific people
1. Under "People;” enter the email address you want to share with.
+ Note: If you share with an email address that isn't a Google Account, they'll only be able to view the file.
2 To choose what someone can do with your file, click the Down arrow ~
+ Learn more about how others view, comment, or edit files.

3. 1f you don't want to send an email to people, click Advanced and uncheck the Notify people box. If you notify
people, each email address you enter will be included in the email,

4. Click Send.

Share a link to the file

You can send other people a link to your file so anyone on the intemet with the link can use it. When you
share alink to a file, your name will be visible as the owner of the file

1. Atthe top right, click Get shareable link
2 Nextto "Anyone with the link click the Down arrow +
+ Learn more about how others view, comment, or edit files.

3. Copy and paste the link in an email or any place you want to share it




